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A. Pereonmel Butering oo by in f.:zz:a DIfice of Compunlontionn

L. ALL Office of Communler Siens 'f:c@ssﬁe files preprzed
and veviewed by comporends tithin 0,7 aze srovataed by the Persaonel
Procesaing Unit unbil the porson recrts fow z:mty. Woen the aupli-
cant in pirecess bes Teceivedd full eiearwimer. the Unit requests
the Personnel Trensactions ond Rece ds | Mis o ootain from Persconel
Divistion {Covert) the official spplicanms fils. Upon veceipt oo the
file, the Unit withdrews the 0/C apilicant ile snd forwards both
Polders to chiz?, Afainistrabive 8t-FF Por e mluvetion apd deeision
a8 to whather applicant fs Lo be brought to duby. I8 the decisdocn
is affiraative, P0C lc nobilied for fur’-v‘w ¥ acticn.

2. Mainteino s nome cexd file o 2ll persons belng ;:m%
eessed for empleorment by ¢/C. Tha *m‘ﬁ Hile serves &g a eombral
record and chows the currens siotus of mxovcaging prlior Lo reporting
to 0/C. The card contalns the fellowing vrlemstiona

[: 78 whe Securlby initlated.

b Actioas.

e, Cencellaticas

d. Detes fur Ageney Lakry e1 Ty,

e, Location of clerizal persong (Ian serdm Assignment
Braneh).

£, 8tatus of P@"mmaﬂl in the Taterin Msignmen* Evanch
{tests, medicall).

g. Status ¢f perszonnel in ﬂf;‘ Notation end Reessigrment
Paol.

3. Upen vejorting for duty widh 0/, the cmployse is weceived

by this Unit, g.wm a personnl welcome &F & gene: introductoyy brlafs
iag. Im genem ¢he briefing includes . the Tollowing subjects: grade -

salary and title of nosition: when emﬂ# €@ U wny expact hls fu‘v... oY
cheek « vouchered or wrrowcherady pey din rogvletion aflecting azsigne
“ment and travel wkere sppliosblej and, m:r%:mts for checking account,
The Unis furnishee osslotence regirding nove ﬁ}nﬁl problems which he may
kave; for exemple; how to obialn a eparinerd, sversge cosd, procedurs
- foxr chtaining ‘advencad funds 4n havdship cases and Credit Tnlen xﬁ:‘ﬁ‘ﬁuﬂw
ures. The ployee is thon »oquived o oumplete various forms, suek @
Cualifications Mmerstiomsize, Persomal ¥ oxmablon ¢ cet, IEM Locztcow
Card and Beml Dcpcasam Korbhoris gtnna ‘
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& eard is completed indicating the aubject's home address, phone,

date of departure, scheduied date of return, and the area of his

THY assignument. If the employee has any paraonal problems concerning
his TDY, the Perscomnel Proceszing Unit atiempts to golve them. The
Unit coordinates the individval's processing with the Central Processing
Branch wken ¢ime permits. If the esployes wishes to see elther the
Chief, Aduinistrative 8taff, or the Deputy Assistant Dirvector for
Communications, this Unit mnkes the appolintrents. As of ¢this time,
there is no policy within the 0/ which requires an employee going out
on TDY to clear through the Personnel Processing Unit; therefore this

is not a camplete program.
7. Personnel Returning From Overcens Assignmend

1. When an m@loyee 1is returning from his coverseas assigne
ment, the awmta Poreign Section notifies the Persomnel Processing
Unit of the date of azriwal and this Unit prepares a Retwrnee Control Card.

2. Upon arrival of the employee &t Headquarters, he iz escorted
to the 0/C Personpel Processing Unit (Recertion Room). The Unit advises
the sppropriate Foxeliga Sectica of the employee's arrival and posts the
date of arrival at Headquariers to the Returree Control Card. The
employee is given a returnee cloarence sheet to complete, The clearanco
sheet is attached %o the Carmumicetions Perscnnel File and forwarded to
the Poreign Secticn when the employee weports for his personal debriefe
ing. The Uait then arranges for appointments for the returaee with
the Commmications Seccurity Divisiocn, employing Division, Central Fro-
cesaing Branch, Caveer Service Soard end Finanee Division. The Unit
comdinates the appolutments mede for the amployee by the Central Pro-
cessing Branch, such as medleal, ebe., entering all such
sppointmmnts o the retwrnee oo cr Tuture reference. Ia additiom,
theunnrecordamthemcm,mhamlemmssmmme,
local eddress and phone, assignment and leave dates. If the returnee
bas fipancial prgblems concerning pey, allovances, travel and leave, the
Unit arranges appointaents with the Finance Division. Returnee signs
his leave glip a2lcpg with records peytaining to his arrival at Heade
gquarters and subasquent return to Hesdguarters, which is forvarded to
the Time and Attendanee Clerk, Upon return from home leave, he iz sent

‘to the Fimancisl Support Rranch to cemplete travel vouchers. In additionm,

this Unit provides guldance to the returnee om housing, transportatiom,
leave, and ‘sttempte to ansver or f£ind the answers to any personal, prodlems
in order to give the employee the personal touch ard to gain his confie
dence that hs will be taken csre of as an individual, rather thar as

just ancther bedy. This Unit. ixmurea thet &11 gcheduled appoinhuemts
have been met. ‘
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E. In additien %o the proccusing of ECD, the departee snd
returnee perscunel, this Unit has certain funeiions which it performs
in conpectiom with other miseel];emeous“_types of actions such as:

1. TEResalgnztions

If en ewployee wishes to resign, he is interviewed by
the Chief, Domestic Secticm, who atiempis to digsuvade him, If the
Chiaf, Domestie Section is unsuccessiul, au interviev is srranged
for the individual with the Chief, Persomnel Branch. If this inter.
view 18 upsuccessful, the Chief, Domestic Section instructs the
Personnel Processing Unit te prepare the neccesary éata. The
Pexrsonnzl Processing Unit prepares a resigoation memcrandum for the
FDC and the ADCO. Resignation informaticn iz entored on 3x5 caxd
and coples of memorandums sxe eniered in chronological file. The
Personnel Processing Unit requeste the preparsticn of 8.F. 52 by
the Persomnel Troncactions ond Records Unit and enters resignation
information iacluding peme, title, grade, end effective date in the
Monthly Report File. The individuel reports to the Personnel Processing
Unit vhich arranges for Secourity debriefing and precexit interview
appointments. AL this time the forvarding siddress is entered om 3x5
index card alcag with effective date of action. The Puployee Relstions
{PDC) is then comtectad for preeoxit interview appolntment and the
actions and memovardums ere band carried to PDC. Final steps are
completed by the Employee Relations Brench (¥DC}., The subject's
f1le is then forwavded %o the Mail and File Unit %o de cloged oub.

2, MM—»\J
The Unlt requests preparation of the S.F. 52 by the

. pransactions end Records Unit ard forwsxds it to the Employee

Relations Branch, FDC. Arranges security debriefing by the Commupi~
cations Security Division. Enters information on index file and zlso
the subject's forwarding address.

3. Materalty Leave

The Unit requests preparation of the S.F. 52 by the
Trapnssctions and Reccrds Unit axd forwards it to the Employee Reletlons
Branch, PDC. Arrvanges for security debriefing by the Commmnicaticns
Security Division. Arrerges foxr clearance through the Employee
Relations Branch, FDC, ard notes pertinent inferpation on index file.

%, Resignations in Absentie

The Unit Pullows the same procedure as in normal resignae
tion cases plus the additicaal factmr of advising the individusl of
the acticn required on hie part. Ia unusual cases, contacts FDC for
advice and procedures in effecting separaticn. .
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5. Leave Without Pay

The Unit reguests preparation of the 8.F. 52 by the
Transactions and Records Unit end Torwvards it to the Employee
Relatione Branch, PDC. Arranges for security debriefing by the
Commpumications &wity Divisicn. Arrenges for interviews and
clearance by the Employee Relations Branch, PDC. HNotes mfmmzicm
on index file.

6. Trensfers from Other Divisicns to the Office of Communications

_ The Unit prepares the locstor and index cards and arranges
briefing by the Commmnications Security Division. Arranges for cther
appointments required prior to the individuals reporting to his Division.

7. Transfer from 0/C to other Agensy Components
The Unit arranges for the Cemmnications Security Debriefing.

F. Maintains a Locator Pile on all Departumental Persomnel through
the use of the IHM locator carxd system. This is maintained for the
purpose of having cae curreat ceatral loecater file on all Departmentel
Personnel. Makes all changes affecting this card such as roomn mmber,
Divisicn of exployment, office phoneg, home address, home phone, and
prepares new IBM locater cards for transmittal ¢o the Machime Records
‘Branch, Gemeral Services Office, for punching and return to the Persoanel
Processing Unit.

G, In addition, mointains a current mester locator index card
on all persommel, both Departmcntal and Foreign Field. On Departmental
employees, this cerd contains cnly the pame and location, and for further
information, reference 13 made to the IBM Locator File. On Foreign Field
employees, this card contains Information similar to that entered on the
T8M card. This card serves as a cross veference to other locator-type
cards, such as returaee coatral (3x5 blue card), departee control §3x$
orange card), resignee control (3x5 yellow mrds and EOD control (3x5
vhite card).

H. This Unit is respoasible for esearting all personnel without
building badges from the Reception Desk to the Perscunel Processing
Unit, and from there to their place of appomtment, and return to the
building Reception Desk.
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